duction or cost." While the kinds of statistics traditionally collected about cataloging are generally straightforward accounts of how many items were cataloged in a given period broken down into various categories by format and by the tasks which make up cataloging, this information can be the basis for planning and decisionmaking about staffing, budgeting and workflow. 5 The Cataloging Department of the UI library collects statistics for several purposes. The first is to keep track of how many volumes are added to the library's collections and in what areas. A second reason is to monitor workflow and productivity within the department. A third purpose is to review the amount of money spent for each function (including cataloging) provided by the Western Library Network (WLN), the library's bibliographic utility.
A number of different electronic spreadsheet programs have been used to keep cataloging statistics. Up until the mid-1980s statistics were kept by hand and calculator. In about 1984, we began to use one of the early VisiCalc-type spreadsheets such as PC-Calc and ExpressCalc. This was revolutionary at the time, and made it much easier to store, compare and print statistical data about cataloging. The technique used to create a monthly departmental spreadsheet, however, was to gather statistics reported by individuals and add the total for each area of the classification schedule by hand before entering the total into the spreadsheet.
In 1987, we began using Silk, a much more powerful package, quite similar to , and able to import and export Lotus files. While the cataloging department has successfully used a spreadsheet which is similar to Lotus and can import and export Lotus files but not read and write them directly, it would have been better to have bought a copy of Lotus for the department. Using a non-standard file format has required extra effort in order to give someone a file on a disk, and we have not been able to use any of the commercial, shareware and public domain Lotus add-ins, templates and macros which have been developed.
We have developed several different spreadsheet models to accomplish the purposes described above. None of these uses more than the four basic arithmetic functions to analyze the data. Nevertheless, the information is useful for decision-making about staffing, performance appraisal, budgeting and collection analysis. The first model is a conventional monthly cataloging total which has been in use for about five years, and is based on the form which was used when all statistics keeping was done manually. It shows numbers of titles cataloged and total number of volumes added in call numbers A-Z, in each area of the library's Special Collections (materials of local interest), and in each format such as computer files, sound recordings, microforms, etc. It keeps separate counts of monographs and serials, and of original and copy cataloging.
Totals in the columns for original, adaptive (records found in RUN and retagged for inputting into WLN, or WLN records for similar items), database (copy cataloging) and serials cataloging feed into the "total cataloged" column. Added volumes and copies are combined with those totals, and items which have been lost or withdrawn are subtracted to arrive at the total added each month.
Each person in the department still keeps a monthly statistics sheet, but totals for individuals are no longer added by hand to reach a departmental total (see Figure 2) . The monthly spreadsheet also includes a column for.each person, with multiple columns for people who do both copy and original cataloging. There is also a separate column for each person's added copies and volumes. Each of these columns feeds into the summary section ( Figure 1 ) which is eventually printed and shared with the department and the rest of the library.
These separate monthly spreadsheets are saved in individual files, but the monthly spreadsheet is also one part of the broader technical services statistics spreadsheet. The most important purpose of that spreadsheet is to show how many volumes are added each fiscal year. Cataloging totals for each month are imported into the technical services spreadsheet. Volumes added automatically update a table which shows volumes added month by month. The total volumes column in the monthly spreadsheet in Figure 1 feeds into the appropriate volumes column in Figure 3 , each time the new month is imported into the technical services spreadsheet. The figures in the "bound volumes" column are supplied at the end of the year by the serials department, and are subtracted from the total.
These monthly volume totals cumulate and are also added to another table which shows total volumes already in the library at the beginning of the fiscal year, how many have been added thus far, Figure 4 ). There is also a section for acquisitions activity -items ordered and received (see Figure 5 ). Another spreadsheet which shows cataloging activity is the cataloging workflow spreadsheet. As its name implies, its purpose is to show activities which contribute to the department's workload but not necessarily to the library's volume count. It includes a month- by-month summary of original and copy cataloging, WLN activity, and other activities which are not "new" cataloging and therefore cannot be counted on the spreadsheet which represents volumes added, as well as miscellaneous tasks such as recataloging, changes to database records, items classified. Most serials cataloging activity is reflected here, since so much serials cataloging is recataloging ("old serials and periodicals" in Figure 6 ), and also because the library counts new serial titles as they are cataloged, but does not count periodicals until they are bound. An additional spreadsheet was developed in 1989 to help monitor the WLN budget and activity. This spreadsheet has subtotals for each area which uses WLN -cataloging, acquisitions, ILL, as well as products such as WLN's CD-ROM catalog LaserCat, and telecommunications charges (see Figure 7) . The amounts from each monthly invoice are transferred to this spreadsheet in order to see more clearly where the money is being spent. Terminals are generally dedicated to only one activity, which makes it easy to divide the maintenance and terminal connect charges. Charges for inquiries are arbitrarily divided among the functional areas according to the number of terminals each has, even though cataloging undoubtedly does more searching per terminal than ILL, for example. The data in this spreadsheet are valuable for automation planning, since it is possible to see approximately how much money could be dedicated to an online system with some of the capabilities now supplied by a utility.
While these models have been refined over time and are generally adequate for gathering useful information, and while it is not particularly cumbersome or time-consuming to work with them, the models are not perfect, and are sometimes limited by habit or by the capabilities of the software. Although it is useful to have individual monthly spreadsheets which show activity for the department and for individuals, it would also be useful to see a running total for each person, such as the running volumes-added total which is part of the large technical services spreadsheet. A three-dimensional spreadsheet, or one with the ability to link worksheets, would accomplish this end. While some data is transferred from one worksheet to another, some rekeying is also necessary. Summary data from monthly cataloging statistics is keyed into the cataloging workflow spreadsheet, for example, rather than being linked or imported. It would be easier to create the WLN cost data spreadsheet if the monthly invoice from WLN came on disk, in a .WKS file, for example, rather than only in its present paper form. Another software (and hardware) limitation is that spreadsheets are limited in size by available memory. Most library machines are still IBM-PCs or PC-XTs with 640K memory, which are not always able to manipulate a very large spreadsheet. The technical services spreadsheet, for example, is more than 100,000 bytes long, and it is nec- Table   TOTAL essary to remove memory-resident programs such as Sidekick before loading it. The other limitation to the usefulness of cataloging spreadsheets is a more subtle one. It is hard to develop a model which is free from unnecessary but historical categories, and which includes everything which is important to us without being burdensome to collect. Even if a library makes the effort to periodically re-examine statistical categories, it is easier to add new categories than to stop collecting data which has been kept for years.
The various reasons for keeping cataloging statistics are obvious from the kinds of spreadsheet models described above. The most FIGURE 5. important, although not necessarily from the point of view of those in the cataloging department, is that statistics on the size and nature of the library's collection are requested by the library administration and by outside agencies such as ACRL. These figures allow us to compare ourselves to our peer institutions and give a general idea of strengths and weaknesses in the collection. The second reason for keeping statistics is more important to the cataloging department itself, and that is to monitor the productivity of individuals and of cataloging as a whole. This brings up a weakness with nearly any system of keeping cataloging statistics, and a controversial aspect of the whole process. Some people feel threatened by the idea of measuring their productivity in this sometimes crude and arbitrary way. They may feel that a gross count of certain tasks is a too easy and convenient way of judging them which may not reflect a true picture of their productivity, since inevitably not all tasks are counted, and since there is no explicit way of measuring difficulty of the task or quality of the result. Managerial staff must balance the time it takes to record, compile and interpret statistics against the need for the information and the need of staff to have their activities reflected in a tangible way.
